
OFFICE OF THE SECRETARY OF STAVE 
DEPARTMENT OF ARCHIVES AND HISTOR'I 

RECORDS MANAGEMENT DIVISION 
~ ~ ~~ ~~~~ ~ ~-4- ~ ~ ~' - ~~~ . . . ~. ~ I ~~ ~~~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
. .  

r 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed,original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenuel Atlanta, Georgia, 30334, 

! I 

-~ - -  
Attention: Scheduling Secrion. 

~ __.... ~ 2. 
- 

Off ice  of Planning and Budget: 
General Government h Protec t ion  of 

FOR AGENCY ~- USE 1. Agency Address 
pplication Date 

- Persons and Property Division pplication Number 

- -~ ~. -~ - . -~ 
- FOR - RECORDS ~~ . ~- MANAGEMENT USE 
Application Number 

8 0 - 2 5 8  

Telephone Number 
656-4311 

. Action Requested 
a. 
b. 
I3 EstaDlisn Retention Schedule; r&ord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

_ _  Lc.p.~..~~-~- 0 Amand Application No. 
,. Datcs~ of Series 
iarliest Latest 

~~~ 
__~__ Check One: 0 ChangeLO Supercede; 0 Void__ .- ~- 

5. Records Series Title (followed by title used in office; if different) 

- ~ 

t o  date STATE AGENCIES BUDGET POLICY PLANNING FILES 
=~ ~~ ~ ~~ .~ ~ ~ -~ 
#. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

~ __ ~ ~- ____ ~ _ _ _ _ _ ~ ~  
'. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbenand rirles, if any): 
Attach samples of the file. 

policy planning f o r  those S ta te  agencies responsible  f o r  administering 
State  laws r e l a t i n g  t o  pro tec t ion  of persons and property.  

budget improvement analyses'; supporting papers; correspondence and 
memoranda between Division planners and t h e  Governor's Off ice  and 
concerned State  agencies.  

Inducted are: 

File is arranged: chronologically by f i s c a l  year ;  thereunder a lphabet ica l ly  by S t a t e  agency. 

~ 

5. Monthly Reference Rate 
. 

How often are records referred to whkh are: 

One to six months old 
twenty-five months and older-.-? 

3. Annual Rate of Accumulationof Records 
Letter-size drawers - - -  ; Legal-size drawers - ' --.~-; Shelves .Other (spkify) I_---. 

~ L ;  Seven to twelve months old - ---, . Thirteen to twenty-four months old -- - ~- - I  ' 

~~ 
. -- . ~~~ ~ 

~ _~ ~ _ _  - ~ ~ - 

~~ -~ 
~ -~ ~ ~- 

F-50-71; Rev. 76 '  (Ovar) 

~~ 
~ ~ - ~ ~ _ _ _  L- - ~~ 

.. . 



1 

curiw handling? If yes, cite law or regulation:) 

11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period - years. a. State Law 
b. Statute of limitation years. e. Administrative need 1 -.years. 

*t 

c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

12 A D & & i m u t  otf ar thbendof each: 
I 

0 Calendar Year;B Fiscal rear; 0 Other --____ -then, 

=Hold in the current files area month(s) 1 year(s); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
=Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 
yeads); then 

These instructions apply to al l  prior and future accumulations of the series. 

V 

3ecommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation. j 


